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WIAB 16-09
DATE: June 4, 2010

TO: All WIA Subrecipients "

: - : A
FROM: Joni Booth, Chief, Accountmg\@\
SUBJECT: WIA Participant Accruals for Program Year 2009
The WIA participant payment system will close on June 29, 2010 for this program year ending
June 30. All program/title payments, including those for Stimulus, made by 2:00 p.m. on June
29 will be reflected in the system (if a payment does not appear, it has not been paid). On June
30, the system will begin generating accruals for payments not made.
The accrual system will open July 1 and close July 2 by 1:00 p.m. Mountain Daylight
Time. All WIA case managers will have the opportunity to view and modify system accruals
and to enter accruals not shown (see box below).
Remember, accruals should be made for unpaid participant expenses that have actually
occurred on or before June 30, Also, the system will accrue to the participant completion date.

So, verify completion dates before the system closes, which will reduce accrual changes.

Please direct any questions or problems to Diana Parenteau, Ben Phillips, or Vicki Parkinson.

TO VIEW & MODIFY ACCRUALS

Logon to the WIA Management Information System (MIS)
https://labor.idaho.gov/applications/wia/login.asp
(Security clearance is required)

Select Accounting/Payroll, followed by WIA Participant Manual Accruals.
Then follow the instructions in red on the screens.

The screens are designed to be generally self-explanatory. However, more detailed
instructions are shown in the illustrations below, if needed.
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Please choose a function below

Participant Payroll Information
Participant Accrued Expenditures

Accounts Payable:

+ Pavee Search by Vendor
Number/SSN
+ Alphabetic Payvee Search

State Vendor File:

¢ Vendor Search by Vendor
Number/SSN
« Alphabetic Vendor Search

WIA Financial Reports

WIA Participant Manual Accruals
‘\‘-._“

Select WA Paricipant Manual
Accruals

e
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PARTICIPANT EXPENDITURES AND ACCRUALS
6/2472003 2:33:55 PM — - Update is Enabled--Userid=bhoyd

FOLLOW INSTRUCTIONS IN RED

here, The next page will bring up
all that metch the selected criteria.

i *

Erter part or all of the SSN_.-CIECKW

1- Enter all or part of SSN or First Name or Last Name. Then click ox

|Social Security Number I Fir;t_Name Last Name ! '/}Eiet Participant ’ -
= ,._8,88_, = E| = I| ............ S ! Cloar SSN/Names , I
PARTICTPANT EXPENDITURES AND ACCRUALS
62572003 1:35:50 FIJ -- - Update iz Enabled--Userid=bhbhoyd
FOLLOW INSTRUCTIONS IN RED

| 1-Enter all or part of SSN or First Name or Last Name. Then click on 'Get Participant’,

: e, R e —— —

‘Social Security Number | First Name ; Last I{ame Get Participant l .
| 888 | ’ |  ClearS3NMNames ||
r _ First e _La;t_ i

Name | Name |
. STEFFANIE | DUCK

Click On The SEN
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“1- Enter all ar part of SSN or First Name or I.ast Name. Then cht:k on 'Get Participant',

=
'
I
]

|

wSu c1al Security IV u.mbe; . Fl;s;Name N Last Name | Get Participant | J

' l"_‘ééa_aa_aee— L {éTEFFAME —  owx | mearss_wixigmg_ 1l
___%___, ___”_ - : Chck on one of the Cost C: Lategpnes helowto show detall. _ I
v P | BB (S g, O | T el
| 2002 | 33308 [ oAl & | :Emm - s090] 530._001 50.90 |
.| 2002 | 3308 | oceiann | £ | 8108900  $11975 $0.00] -5119_?5;5
| | 2002 | 373308 XX21411 | ¢ | 000  $270  $0.00] $2.70
| 2002 [ 33308 |  xxz21411 | I | $000[  $27.00) $0.00] $27.00
[ 2002 | 3m3:08 | xx21411 | M | $000|  $755.00(63,020.00]  $3.775.00
C [ 2002 | 3m308 | xoxet4lt /X | s000| §12095)  $000)  $129.95 |
| 2002 | 3m308 |/ Y| %ooo  §5400  $0.00 T ssa00|
T Tam e | Smmosces | sme oo so%0  saose
L . 5000 $15695| 8000  $15695
O'a“"E'"Z‘Zéffiﬁ?tem”“’j YY4T40 | X | $000/  $12995| 8000  $129.85
= [ 20UZ | 313308 ; YY414*.'1'6 i X ;_ Sﬁ.ﬂ_ﬁi $34. 00[ ?52)06’ - 7@5—4700
e [z [T S AT AT A J) | | B |
| Totals | [ ; | $2,079.00]  $1,900.20 [§3,020.00 2&4:,927055@
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3 Click on Manual Overide to toggle Y/IN and enter Manual Accrual
Then click on Update Accruals' bel:m'

Cust C Enter

ls zomething WRONG?. If yousse
accruals for big $'s smourts month

after month and no expenditures
you are most likely missing a

completion gate for this enrollment:

Vou will need to change these to
Zern.

33308 [Fund Numnher ‘XX21411

' Cost Categnry I |

ot S At S
[T | i@m

July | $0.00 | $0.00 | |N 1$0.00

August | 000  $0.00 [N [s000

September | $0.00|  $0.00 [N [s000

October ' 5000  $0.00/ [N [suc0

the Manual Override to Y for yes and then
change the dollar smount tothe desired

If you wish to change the $755 in Feb. click

3;@ 00@ click Updste Accfuaisj

ECEem S
AIary 575500 B0 |$0.00
ebruary “$0.00 | $?55ﬁ fsoo0
March s0.00 g7ss00l N [samo
April $0.00| §75500 [N [s000
May | $000| $75500 [N [somo
Tune | $0.00  $0.00 -"']rljm | Eﬁﬁn"“m‘
Totals 75500 302000 |
Tutal Repurted Accruals $3,02000 ‘ Update Acciuals
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Accruals have been updated!

3 Click on Manual Overide to toggle Y/N and enter Manual Accrual.,
- Then cht:k on ‘Update Accruals' helow.

Cnst Center 33308 Fu:nd Number EGEZTIE 11 Eust Cate:rnrj’ N |
— e e 1
| Manual |
| Blonth | Cash Autnmated Dvemde Manual

Expendmlres - Accruals ‘ Accruals
| \

B . e ’] )
My s000)  s000| N [sw0o

;Augusr . s000|  gooo N [eaoo
‘ESE:ptembBr 8000 $0.00 L]r:f L T
October | 000  $000 [N qmu |
November  $000|  $0.00 N [enoo
December | sooo|  sooo N fom
Jamay | $75500)  $0.00 [N [smo0

February | '53'-5,—56.’“ 33?55 00| ]“r’* \lmuun

After selecting Updste Accruals your screen
should lock like this. “You have changed the:

rT—

|

31&‘ nl accrual for $755t0 $100. Your sccrusls

i have decressed §655 to §2 365.00. — T —
May #=note** vou may select more than one 5

marth to chance before vou click Undate

:  $100.00
Tntal Reported Accmals $2 365 OO 7 Update Ai:cruals J‘
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PARTICIPANT EXPENDITURES AND ACCRUALS
6/12/2003 11:18:10 AM -- - Up

FOLLOW INSTRUCT

Scroll up to view this part of the screen,
You May now select another patticipant orll

1 Enter all or part of SSN or First Name or Las '

Su ma] Security Numh er First Name Last Name ; Getl\-\ {Cipant ]
[886-88-088 1 “STEFFANE [ Duck " Clear5SNNames =
ra il ro iu Click on one of the Cost Categories belnw to Shﬂ:ﬁ; de;;ﬁ - _
e e et B [ [ T B T v
|Aefiom Pr;gram WIB/Site NFu:;Jd | Cost Cagh T'utaijL 'I'Ental Adticrued‘
i ! _,E?r ) M 71 Scrol up toview this part of the screen. - xpen _tu_.re_s i
2002 31"3308 X 15411 [ You can nov select & nevw Cost Catto '..UU | $U [+Ty] ‘
N— el ! ' - | scctuson. *NOTE™ Youreccruslswilbe [0 "7 7
f 2002 | 33308 i WX 21411 ‘ O retiacted in the Totals &t thie bottom of this 00 | $118.75 '
—_— e i page. e e
| 2002 | 33308 | 21411 | @ 00 §2.70
| 2002 | 33308 21411 | & ‘r §27.00x $U 00 \ $27.00 |
2002 | 33308 | XX21411 | X | §755.00 $2365,00 | $3 120.00 |
2002 | 33308 | XxX21411 | X $129.95| $0.00  $129.95
Y 21411 | % | $54.00  £0,00 £54.00 |
Qr you can usethe Add buttom to add & e —— ——l e ‘ .
|| new Cost Cet. Do not worry about makinga [ 41 410 A $470.00 | £0. 00 $4?Cl 00
; mistake as once you have & new line for | — - PP
|| CostCat you will see & delete buttor on the 41 410 I $156.95 $0.00 5156, 95
- left side under Action. —_— ‘ e e
. "41 410 X $129.95 $0.00 §129.95 |
“2002 \ 33308 | YY 41410 ¥ | . 5400  $0.00 $54 00
add| | 2002 < i] JI __J] ;]- | | b
Tutals f | $2,079.00 0 $1,900.20 $2,365.00 |  $4,265.20
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